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BECNE oSy 0T

SENCRAKIUM TOR: Deputy Director {Administration}
SRIBJECT ¢ Progress on Agency Records Management Program

PRYERFNCE  : Memo to Chief, Mensgement Btaff from Chief, Records
. anagement Division, dated 29 October 1954

1. In accorfmnce with your request the following comments are
submitted regarding the above subject, with particular reference to each
specific element of the records mensgement program afi encompassed by the
Chief, Becords Mansgement Division:

s Pome

In August of 1954 a proposed Forms Indices [N
vas sent to this Office with a reguest for a review and advice as to the
status of Bll mumbered forms of interest to this Office. A reviev vas
msde, cbaclete forms were reyorted, and samples sccumlsted for future
reference. An Office Instruction regarding forms mansgement and imple-
mentation of & recently revised "Reguest for Approvel of Forms™ (Forn No.
30} has been prepared and hes been coordinsted with the Forms Management
Brench, Manmgement Staff. Up to that time no intensive forms mansgement
program haft been undertaken by this Office pending a proposed supplemental
training course in forms menagement.

fnasguch a8 the Loglstics Office has headquarters responsi-
»ility for buldgeting, stocking, procuring and reprofucing forms, an Agency
Yorms Program is of great interest to this Office.

b. Beports

In April of 1954 meetings were held between representatives
of Nanagement Jtaff and this Office to discuss the possibility of initi-
sting e Beports Management Progrsa within 10. A plan wag proposed by the
Fecords Management Division, Management Staff, which estimeted a reguired
staffing of 50% of the responsible officer's time for the first six monihs,
snd 25§ of his time on a contimuing basis. At this time the Loglstics
¢ffice was not prepared to undertake this project until the classlfication
survey and the end-of-fiscal yeer workload had been completed; nor was this
Office in a position to do so until appropriate positions for the ASminis-
trative Staf? were approved and filled. Substentisl assistance of the
Management Btaff was sssured if the Logistics Office wes prepered to under-
mm?mm,Eutmcmimtma&eutememummmu
assigtance would be forthcoming. On 15 Fovember a repregentative of the
anagepent Staff advised that the proffered assistance can now be furnished.

This Office is reluctant to undertake an indlvidusl reports
mansgement program until the Mansgement Staff has developed an integrated
program that can be epplied Agency-wide, or at least throughout the /A
ares.
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Taprovements in correspondence standords and establishment
of uniform procedures for processlng correspondence have long been ob~
jootives of this Office. Buggestions and comments regarding & proposed
Agaacy Corvespondence Mapupl were submitted to the Records Manegement
Division approximately one year ago. The lack of a current Agency
Corrsspondence Manual for reefy reference by employees hampere the
indoatrinstion of personne) 1n correspendence procedures; however, Office
ﬂm&iwn concerning preparstion of correspondence have been issued;

rregpondence le being reviewed to improve standards; and clerical train-
snded for those emplovees who do not messure up to the stand-

o Jarmary of 1952 the BRecords Management Division surveyed
the filing systems used for general correspondence in the office of the
Chief and 15 the Divisions of this Office and recommended the adoption
of a "smibject” Tiling system as drafted in a proposed Agency handbook.
The recamended uystem wes adopted and is currently in use. %This filing
system has not proved sstisfactory end Records Management Division has
been go advised. In spite of internal dissstisfaction, this (ffice has
mxmwm use of the system on the basis thet standardization
: : is mogt desirable, and that in time the prescribed

maacts ey be revised to fit Agency needs more precisely.

Phe Records Mevagement Division reccamendatlion that officiasl
files snd background materisl be maintained at the signing level has been
tried by this Uffice and fourd lmpractical and unsatisfactory. Except
for policy matters, this Office disagrees with this reconmendstion on the
besis that it is necessary that the preparing echelon maintain the offi-
eisl file and background material for reference, comtinuity of files, and
recongtruction of a transaction at s later date if need be. The location
of the officisl record apd background material is significant since the
lsngth of maintenance and eventual disposition are generally determined by

orpanizational level.

€.y iling Baulement and Filing Supplies

bave been developed by
the Wﬁt Btaf? reaan!ing standardization of filing supplies and
sguipment. This Office recommends the use of these standard items in es-
tablishing new files or revamping existing files. In the course of making
recortis surveys attention of operating persommel is ecalled to weys &nd
memns of conserving spece and filing equipment. Thie Offlce does not
monitor all requests for ﬁling supplies and equipment since reguests for
non~-gtandard items require justification and concurrence of the Records

Management Division as specitied in [N 25X1A
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For the past year this Office bas had an sctive Vital
Material Progrem. DPegimning 1 Jmpusry 195% carbon coples of all Agency
contrects sre forwarded to the repository on & current basis, in lileu
of microfilming bulky files at anmus) intervale. Procedures have been
developed with Mechine Records Division for forwarding of IEM records
of stock on hend, in use, and in transit to the repository. A schedule
of wital materisl of a recurrimsg or contimuing nature was issued for the
guidance of 10 perscnnel and this schedule is currently in the process
of review snfl revision.

sgancy Fotice [ etes 14 2y 2958 requested s 25X1A

within each Office. This Office submitted a report, including an in-
ventory of equipment in Agency stock and in use in the Printing end
Beprofuction Division. Exelusive of the service performed by the Print-
ing s»d Reproduction Division, actual microfilming operations of this
Office ere negligivle in view of compliance with the informal poliey to
retive records to the Records Center when inactive, rather than to miero-
film and destroy records.

Physical inventories st surveys of records of Logistice
Offiee are in progress end drafts of records schedules have been campleted
for the following components:

ftice of the Chief
Muinistrative Btaff

Branaportation Division
feal Estate and Construction Division
Prioting and Reproduction Blvislion

Panding completion of surveys of the Frocurement and Supply Divislicns these
drafts have not been sutmitied to Records Kanagement Division in accordance
with an expressed desire that the entire Office schedule be completed prior
to coordinmticn. Becords scheduling has been integrated with other phases
of the records program of this 0ffice and it hes been deeped advissble %o
soak the vooperation of the working personnel and instill in them an &ware-
ness of the need for properly msintained records to serve their curremt and
future needs, as well as to facilitate records retirement.

-3~
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In ten months of 1953 logistics Office retired approximately
119 file drewers of record materisl. In ten months of 195% this Office
retired approximately 315 file drewers of record material, In the absence
of a published procedure for processing material to the Records Center,
logistics Office personnel are being instructed in the proper preperation
and processing of recoxds for retirement.

2. In addition to the items listed in parsgreph 1 sbove, this Office
censiders records menagsment %o incliude responsidbility for all phases of
doctment control and distribution. Progress in these respects is as follows:

. In Pebrusry of 1§53 the Records Management Division surveyed
the Legistics Offlce system of correaponfence logging and control through
use of Form 35-1 "File and Routing Blip" and recommended some changes in
the application of this system. These recommendations were edopted and
subseguently expanded and revised to provide a continuing control and
eliminste, as far as possible, cumbersome book logging within the Divisions.
This syetem hse proved effective to the point that it has been demonstrated
as @ recommended guide to other components of the Agency at the request of
the Becords Mensgement Division. Within the past year the comtrol has been
axtended %o include all dispatches, ection cables and Official Personnel
Filse received and originanted in the Office. Top Secret documents are
sintlarly controlled within the Office, and the Agency Top Becrel Control
Officer concurs in the use of thie syetem,

B

Pssudonyms and aliases for operational purposes are centrally

dvtained and recorded as prescribed in The record hms recently

been expanded to include the registersd pseudonyms of all LO cereer des- 25X1A
igoees at headquarters and in the field.

o. Qables

{adles romally received and additional requested cables are
&istributed to opersting elements within the Office on the basis of assigned
functions. Pseudonyms are removed {omt-out) and true names inserted to
expedite realing snd hendling by opersting personpel.

agoncy Regatation [ requires the designstion of a distri-  J5x{A’
Yation officer for each office with preseribed responsibilities. Distribution
schedules have been developed, sbmitted to the Regulations Control Staff and
periodically revised to meet additional needs and organizatliomml changes. A

systex of accountsbility for issuances received has been esteblished, with
individual copy sceountebility for "Distributien Controlled"” issuances.

wlp
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Toe development of 0ffice Imstructions and Hotlces concerning
a1l phases of records mesnagement as cutlined above is also considered part
of s records msnpgement progrsm. Thirty-two such directives have been
issued since Janusry of 1953. (See Attachment A.)

5. The &nnee of Agency Regulations and directives concerning records
sonagement has handicapped this Office in the sccomplistment of a& records
program. Eowever, it is belleved that progresa has been made as indicated
by the detalls in the foregoing peragraphs. Unlees it is decided to place ;
& steff of records mnalysts within the Office, the basic policy must neces-
sarily be coe of providing staff sssistance and of guldance of cperating
persomnel to an unflerstanding of the principles and velue of good records
management .

/5f
JANES A. GAPNIBOR
Chief of Logistics

Attachment A
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